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Quy trinh trd chitng chi va ho so leu triv QT.05/TTNN-TH

M4 s6: QT.05/TTNN-TH

- N QUY TRINH TRA
~wa—a>e | CHUNG CHI VA HO | Ngay ban hanh: 20/06/2017

SO LUU TRU

Lan ban hanh: 01

1. Pon vi va cd nhdn cO lién quan phdi nghién cuu va thuce hién dung cac
noi dung cua quy trinh nay.

2. Ngi dung trong quy trinh nay cé hiéu lyc thi hanh theo s chi dao cua
Hiéu truong Truong Cao Pang Cong nghiép Nam Dinh.

3. Mdéi don Vi dwoc phat 01 bdan (c6 dong ddu kiém soat). Cac don vi khi co
nhu cau bé sung thém tai liéu, dé nghi lién hé véi thu ky 1SO dé c6 ban déng dau
kiém soat. Can bg, vién chirc dwoc cung cap file mém trén mang néi bé dé chia sé
théng tin khi can.

NOI NHAN
X Hi¢u truong
X Pho Hi¢u trudng
X Cac don vi Phong, Khoa, Trung tdm

THEO DOI TINH TRANG SUA POI (tinh trang sira ddi so véi ban truée dé)

Trang Hang muc sira doi Tém tit ndi dung hang muc sira doi
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|. MUC PICH

Nham gitp cho viéc cap phat chimg chi cua Trung tam Ngoai ngir - Tin hoc
theo dtng thu tuc, quy dinh ctia B6 Gido duc va Pao tao, qua d6 nang cao chat lugng
dao tao va quan 1y cua Truong Cao Pang Cong nghiép Nam Dinh.

II. PHAM VI AP DUNG

- Ap dung trong pham vi Trung tdm Ngoai ngit - Tin hoc Trudng Cao ding
Cong nghiép Nam Dinh;

- Ap dung trong hoat dong quéan 1y cac hd so nghiép vu trong qué trinh hoat
dong cua trung tdm Ngoai ngit - Tin hoc tai truong Cao dang Cong nghiép Nam Dinh.

III. TAI LIEU VIEN DAN

- Quy ché vé t6 chirc dao tao dai hoc va cao dang hé chinh quy (ban hanh kém
theo Quyét dinh sd 25/2006/QD-BGDDT ngay 26/6/2006 cua Bo truong BoO
GD&DT);

- Quy ché dao tao dai hoc va cao déng hé chinh quy theo hé théng tin chi cua
Bo Gido duc va Pao tao ban hanh theo quyét dinh sé 43/2007/QD-BGD&DT, ngay
15/8/2007,

- Quy ché vin bang, chung chi ctia hé théng gio duc qudc dan ban hanh kém
theo Quyét dinh s 33/2007/QD-BGDDT ngay 20/6/2007 ctia Bo trudong Bo Gido duc
va Dao tao;

- Cong van s 4366/BGDDT-PC ngay 23/07/2010 cua Bo truong Bo Gido duc
va Pao tao vé viéc Hudng dan mot sb nodi dung vé van béng, ching chi gido duc dai
hoc va trung hoc chuyén nghiép;

- Can clr quyét dinh s6: 969/QD-CDCNND ngay 7 thang 10 nam 2010 caa Hiéu
truong truong Cao ding Cong nghiép Nam Dinh vé viéc thanh 14p Trung tim Ngoai
ngtr - Tin hoc

- Can ctr quyét dinh s6: 967/QD-CDCNND ngay 7 thang 10 nim 2010 cua Hiéu
truong truong Cao ding Cong nghiép Nam Dinh vé viéc ban hanh quy dinh chuc ning
va nhiém vu cua Trung tdm Ngoai ngit - Tin hoc

IV. THUAT NGU VA TU VIET TAT

4.1 Giai thich thuat ngir

4.2 Tir viét tit

- BbH Ban diéu hanh

-TT Trung tam

- NQLB Nhan vién quén ly chung chi
- TKB Thoi khéa biéu
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- HV

Hoc vién

-CC

Chung chi ngoai ngfr, tin hoc

V. NOI DUNG QUY TRINH

5.1. Luu dd

Chiu trach nhiém

Thuc £ Cac buéc thue hién M@ ta/ Tai liéu lién quan
N Phoi hegp
hién
2 A Xemb5.2.1
Tong hop nhu cau
BPH | NQLC @ BM.01-QT.05
\ 4 Xem 5.2.2
Lap hd so xin cip phoi BM.02-QT.05
BbH NQL , ,
QLC chung chi BM.03-QT.05
BM.04-QT.01
\4
Mua va nhan phoi Xem 5.2.3
NQLC chung chi
, . Xem5.2.4
In ching chi
BBH | NQLC BM.05-QT.05
\ 4
Lap hd so trinh ky Xem 5.2.5
NQLC chung chi BM.06-QT.05
Va0 55 abc auan I+ Xem 5.2.6
a0 so goc quan ly )
NQLC chimg chi BM.05-QT.03
- P — Xem 5.2.7
NQLC Cong bo danh sach HV BM.06-QT.05
duoc cap ching chi
|
—— Xem 5.2.8
NQLC T6 chire phat BM.05-QT.03
chung chi
v
BDbH NQLC Xem5.2.9
ho so

3/7
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5.2. M0 ta Quy trinh dang bang

STT | Congviéc | Thuc hién T_hm Pia diém Quy trinh thuce hién Biéu miu
alan
Trude khi | o0
521 Ténghop | BDH, Kt thiic phong - BPH cin ctr vao ké hoach dao tao, sé luong BM.01-QT.05
™" | nhu cau NQLC , TTNN- | HV dao tao, tién hanh tong hop nhu cau cap CC. ' '
khoa hoc
TH
Lap ho so Sau khi Van - BPH chuén bi ho so: cong vin dé nghi cap CC, | BM.02-QT.05
£pp | XD cap BDH, kiémtra | phong quyét dinh thanh lap 16p, danh sach HV duy kiém, | BM.03-QT.05
" | phéi chimg | NQLC kétthaic | TTNN- | kiém tra dat yéu cau. BM.04-QT.01
chi khéahoc | TH
Khi L .
SaEJ ! - Chuyén ho so va gidy gioi thi¢u di mua phoi
. hoan e,
Mua va thanh hé B9 Gido | CC
5.2.3 | nhan phoi | NQLC <o xin ducva | - Nhan va kiém tra phoi CC theo s6 Séri da ghi
chung chi c4p pho Dao tao trén phiéu xuat ctia co quan chu quan dé tranh
sai sot.
CcC
Vin - Lap file in CC, kiém do thong tin ghi trén CC
, Sau khi . theo danh sach HV duogc cong nhat dat ky kiém
In chiring BDH, . .. | phong , .
5.2.4 , nhan phoi tra danh gia. BM.05-QT.05
chi NQLC . . TTNN- L., e e
chung chi - Néu c6 sai s6t do qua trinh in, 13p bién ban huy
TH N t
phoi CC, cat goc CC
Lap ho so Sau khi in | Van , .
N . . - La h sach H a , a in,
5.2.5 | trinh ky NQLC xong phong P danA Sac Y duge C?p CF cC d,a . x BM.06-QT.05
, , ) , NQLC nhan CC da in chuyén van thu dong dau.
chirng chi chung chi | BGH
Vao s goc Sau khi Vian .1 s
\ - NQLC 1ap so goc ca .
5.2.6 | quanly NQLC ky dong | phong QLC 13p 50 goc cap CC BM.05-QT.03
chimg chi dau TTNN-
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ching chi | TH
Cong bo sau khi Bang tin , ,
danh séach . 2 van - NQLC cong bo danh sach HV dugc cap CC
527 | HVduoc | NQLC VeOSO phong | trén bang tin va cng thong tin dién tir nha BM.06-QT.05
cap chung £0¢ | TTNN- | truong
chi ching chi T™H
- Khi nhan CC, HV can mang theo CMTND va
T chc Theo ké Vr? ) th1é< e 56 g Iy CC
. eo ké | phong - Ky vao so6 goc quan ly
>28 E;‘f‘t chang | NQLC ) vach  TTNN- Luu §: HV nhos nguoi Iy ho phai co: Gidy iy BM.05-QT.03
TH quyén c6 xac nhan cua phuong xa noi luu tra,
CMTND ban gbc ciia ngudi di lay ho.
Sau khi
hoan Vién
529 Két ﬂjl'JC BDPH, thién cac | phong - NQLC sau khi hoan thién cac \‘fén ban, quyét
Iuu ho so NQLC van ban, | TTNN- dinh s€ c6 trach nhiém luu trir ho so.
quyét TH
dinh
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VI.HO SO
o Don vi, ca . N
STT Tén ho so . Noi luu Thoi gian luu
nhan luu
1 |S6 quanly HV BDH TTNN-TH |1 niam
2 |Cong vian dé nghi cap phoi CC BDH TTNN-TH |1 nim
3 Quyejt dml.lrcong nhan két qua kiém| BDH TTNN-TH |1 nim
tra danh gia
4 |Béo cdo qua trinh dao tao BPH TTNN-TH |1 ndm
5 |Bién ban huy phoi chirng chi hong BbH TTNN-TH |1 ndm
6 |Danh sach HV dugc cap ching chi BbH TTNN-TH |1 ndm
7 |S6 gbe cap ching chi BPH TTNN-TH |1 ndm
8 |Chung chi goc d4 in BDH TTNN-TH |1 nim
9 |Phoi ching chi da hay BbH TTNN-TH |1 ndm
Gidy uy quyén lay ho, kém theo
10 |ban photo CMTND cua ngudi lay BDH TTNN-TH |1 nim
ho va ngudi dugce 14y ho
VII. PHU LUC:
STT Tén Biéu miu Ki hi¢u Ghi chd
1 |S6 quanly HV BM.01-QT05
2 |Cong vin dé nghi cap phoi CC BM.02-QT05
3 Quyé:t dinl.llcéng nhan két qua kiém BM.03-0T05
tra danh gia
4 |Béo cdo qua trinh dao tao BM.04-QT01
5 |Bién ban huy phoi chirng chi hong BM.05-QT05
6 |Danh sach HV dugc cp ching chi BM.06-QT05
7 |S6 gbe cap chung chi BM.05-QT03
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